INSURANCE MANUAL




Adding a New Insurance Rate

1. Sign into ERIC at https://eric.mt.gov/perisess/wfmlogini.aspx

2. From the left side menu bar, choose “Organization”
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Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information.

Here is a brief description of the various activities that you can do:

Alerts & Messages

Click here to navigate to the message board screen to view messages

Employer Reporting

Click here to navigate to the Employer Reporting Summary lookup sereen

Employee Data

Click here to navigate to the persen lookup screen

Payments

here to navigate to the payment lookup screen

Upload File

Click here ta navigate to the upload file screen

Enroll New Employee

Click here to navigate to the enrollment lookup screen

Organization Profile

Click here ta navigate to the employer maintenance screen

3. In the “Employer Maintenance” screen choose the tab under “Other Details” titled “Insurance” and click on the
“Insurance Org ID” number
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‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]
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Organization Type : Employer Employer Type

Auto Post ER Fil
Health Care vendor Organization Nam
Primary Emai

Address

Plan Contact Bank Payroll Schedule  Status History | Insurance

State TIN : *County :
Federal TIN : Status
Preferred Communication : Email Reporting Method :
Employer Pays Contribution for Service Purchase : Yes Employer Pays Interest For Service Purchase

Primary Contact : _
Primary Phone :

Other Details (-]

: County Effective Date : 09/18/1947
. End Date :
: Active MPERA ID : 205
Web Status Effective Date : 09/18/1347
:Yes Employer Pays Interest For Workers Comp. : No

Primary Address :
City Clas:

Insurance Org ID  Insurance Org Name Effective Date  End Date
O 8251 - 07/01/1993 12/13/2017
O 8449 08/11/2016
Create : CONVERSION 8/10/2014 Modify : DF_SLNO_1224_SP_EMPLR_FLAG_ITT_12172_CV2857 10/27/2017 2:52:31 PM



https://eric.mt.gov/perisess/wfmlogini.aspx

4. On the “Organization Insurance Maintenance” screen , under “Insurance Plans” click on “New”

Organization Insurance Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Organization Information

Organization ID ;7 ~ "~ Organization Name : .

Insurance Details
Insurance Organization ID : 5112

*Insurance Organization : 449 Q Insurance Organization Name :
“Effective Date : 05/11/2016 End Date :
Description : ~

Stah.ls:

Plan ID :
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Effective Date :




5. On the “Organization Insurance Plan Maintenance” screen enter the “Plan Effective Date” and click Save. Do not
enter a “Plan End Date”. A description is not required. Once you have hit save, under the “Plan Rates” section, you will
choose “Add Rate”. Enter the “Rate Effective Date” and “Plan Rate” and hit Save. The Plan Effective Rate and Rate
Effective Date must the current date or a future date.
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Ms=g ID : & [ All changes successfully saved. ]

Organization Information

Orgamzation ID : - . Organization Name @ = . Cow. Insurance Org ID : 5112

Insurance Details

Plan ID : 6183

*Plan Effective Date : MEVEFONE] x Plan End Date :
Current Plan Rate : $500.00 Status : Approved
Description :

Plans Rates

Add Rate Export To Excel

Select Rate Effective Date Plan Rate

| 01/08/2019 $500.00

Other Details

Status History

H Message ID Message Severity

Mo records to display

Create : cvD705 1/8/2019 2:04:25 PM



Changing an Existing Insurance Rate

1. Sign into ERIC at https://eric.mt.gov/perisess/wfmlogini.aspx

2. From the left side menu bar, choose “Organization”
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Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information.

Here is a brief description of the various activities that you can do:

Alerts & Messages

Click here to navigate to the message board screen to view messages

Employer Reporting

Click here to navigate to the Employer Reporting Summary lookup sereen

Employee Data

Click here to navigate to the persen lookup screen

Payments

here to navigate to the payment lookup screen

Upload File

Click here ta navigate to the upload file screen

Enroll New Employee

Click here to navigate to the enrollment lookup screen

Organization Profile

Click here ta navigate to the employer maintenance screen

3. In the “Employer Maintenance” screen choose the tab under “Other Details” titled “Insurance” and click on the
“Insurance Org ID” number

Enrollment Detail

Payroll Header

Payroll Detail

Upload File

Processed Files

Processed Records

457 SDA File

Covered Payroll Reporting by

Covered Payroll Reporting by

Financial Information

Invoice Receivable

Service Credit Purchase

Adjustment Summary

Payment

Organization Information

© Messages
© Insurance

® Organization

* Employer Maintenance

‘ Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

B I

Organization Type : Employer Employer Type

Auto Post ER Fil
Health Care vendor Organization Nam
Primary Emai

Address

Plan Contact Bank Payroll Schedule  Status History | Insurance

State TIN : *County :
Federal TIN : Status
Preferred Communication : Email Reporting Method :
Employer Pays Contribution for Service Purchase : Yes Employer Pays Interest For Service Purchase

Primary Contact : _
Primary Phone :

Other Details (-]

: County Effective Date : 09/18/1947
. End Date :
: Active MPERA ID : 205
Web Status Effective Date : 09/18/1347
:Yes Employer Pays Interest For Workers Comp. : No

Primary Address :
City Clas:

Insurance Org ID  Insurance Org Name Effective Date  End Date
O 8251 - 07/01/1993 12/13/2017
O 8449 08/11/2016
Create : CONVERSION 8/10/2014 Modify : DF_SLNO_1224_SP_EMPLR_FLAG_ITT_12172_CV2857 10/27/2017 2:52:31 PM



https://eric.mt.gov/perisess/wfmlogini.aspx

4. On the “Organization Insurance Maintenance” screen, under “Insurance Plans” click on the “Plan ID” of the rate you
want to change

Organization Insurance Maintenance

[ Previous Page Displayed. ]
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Organization Information

Orgamization ID : Organization Name

Insurance Details

Insurance Organization ID : 5112
*Insurance Organization : ®||Q Insurance Organization Name !
“Effective Date : 08/11/2016 End Date :
Description :
e ———
Plan ID : Effective Date : Status :
I (0 e
1 2
Hl PlanID Plan Effective Date Plan End Date Current Plan Rate Future Plan Effective Date Future Plan Rate Status
O 5501 08/31/2016 $1,500.00 $0.00 Approved

5. This will bring you to the “Organization Insurance Plan Maintenance” screen. Under “Plan Rates” choose “Add Rate”.
This will add another row. Enter the “Rate Effective Date” and “Plan Rate”, then click Save. The Rate Effective Date
must be the current date or a future date.



Organization Insurance Plan Maintenance

Msg ID : 7 [ Record displayed. Please make changes and press SAVE. ]

Organization Information

Organization ID : . Organization Name : Insurance Org ID : 5112

Insurance Details

Flan ID : 5591

*Plan Effective Date : |MERENRINE * Flan End Date :

Current Plan Rate : %1,500.00 Status : Approved

Description :

Plans Rates

Add Rate Export To Excel

Select Rate Effective Date Plan Rate
] 08/31/2015 $1,350.00
] 08/31/2016 £1,350.00
] 01/08/2019 $1,500.00

Other Details

Status History

B Message ID Message Severity
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Adding a retiree to Insurance

1. Retiree and employer must first complete the “Health Insurance Authorization” form on MPERA’s website at
http://mpera.mt.gov/RETIREES/Retiree-Forms and send back to MPERA.

2. Once MPERA has received this form and a retirement application for the person, the employer can add the person to
their insurance in ERIC.

3. Sign into ERIC at https://eric.mt.gov/perisess/wfmlogini.aspx

4. From the left side menu bar, choose “Insurance”

“~ Home

Demographic Detail

Enrollment Header

[ Record displayed ]

e Detad Welcome to the MPERA Employer Reperting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information.

Here is a brief description of the warious activities that you can do:

Payroll Header

payroll Detail

Uplaad File g Alerts & Messages 1 Upload File

Processed Files Click here to navigate to the message board screen to view messages Click here to navigate to the upload file screen

Processed Records

457 SDA File

Covered Payroll Reporting by

Ro

Employer Reparting @) Enroll New Employee

Click here to navigate to the Employer Reporting Summary lockup screen Click here to navigate to the enrollment lookup screen

® Covered Payroll Reporting by

Financial Information

8 Invoice Receivable

® Service Credit Purchase

8 Adjustment Summary

Employee Data ﬂ%ﬁ Organization Profile

Click here to navigate to the person lookup screen Click here to navigate to the employer maintenance screen

e

8 Payment

Organization Information

Messages

Insurance

Payments

Limitation Maintenance Click here to navigate to the payment lookup screen
v

Grganization

&

5. On the “Insurance Maintenance” screen under “Retiree Insurance Results” choose “New”
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http://mpera.mt.gov/RETIREES/Retiree-Forms
https://eric.mt.gov/perisess/wfmlogini.aspx

6. You will be routed to the “Retiree Insurance Maintenance” screen. Enter the “Person ID”, “Insurance Organization”,
“Plan ID”, and “Effective Date”, then click “Save”. If you do not know the Person ID, click on the magnifying glass next to
the blank space and search for the person based on the search criteria. The Effective Date must be the current date or
future date.

Retiree Insurance Maintenance

Msg ID : B [ All changes successfully saved. ]
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Organization Information

Orgamization ID : Organization Name : .
Insurance Details
*Person ID :. Person Name: .
*Insurance Jrganization @ County Insurance Insurance Organization ID ; 8449
* Plan ID : 6183/500.00 Plan Description
*Current Rate : $500.00
“Effective Date : 01/11/2019 End Date :
Status : Review Retiree Insurance ID : 21455

7. Once the person is saved, there are no error messages received, and you have returned to the Insurance
Maintenance screen the person that was added should be listed under Retiree Insurance Results and be in a “Pending
Batch” status. The batch runs on the night of the 16'™ of each month. Any changes made after this date will not be
effective until the following month.



